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SECTION I

CLANDESTINE SERVICES CAREER SERVICE

A.  ORCANIZATION

On 8 October 1954 there was established in the DDP organization a
Clendestine Services Career Service Board assisted by a Clandestine Services
Career Service Panel, three Senior Staff Career Service Panels, and a Cleri-

cal Panel.

1. Clandestine Services Career Service Board. The Clandestine
Services Career Service Board is composed of:

Chief of Operations - Chairmen

Assistant Deputy Director (Plans)

Chief, Foreign Intelligence Staff

Chief, Psychological and Paramilitary Operations Staff

Chief, Technical Services Staff

Special Support Assistant for the Deputy Director
(Support) - Secretary

2. Clandestine Services Career Service Panel. The Clandestine
Services Career Service Panel is composed of:

Two officers representing Foreign Intelligence Staff

Two officers representing Peychological and Paremilitary
Operstions Staff

One officer representing Planning and Program
Coordination Staff

One officer from each of two Area Divisions

3. Senlor Staff Career Service Panels:

The Foreign Intelligence Staff Career Service Penel

The Psychological and Paramilitary Operatioas
Staff Career Service Panel

The Technical Services Staff Career Service Panel

k. Clerical Carecer Service Panel

1
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ACTIVITIES

1.

Genersal
a. Service Designations

(1) At the end of Januery, 1955, the Service Designations
of all members of the Clandestine Services Career Service vere
changed to "D", and additional panel desigmations of "I", "P"
or "M", "I, or "S" were assigned to each individual to indicate
the panel currently responsible for his career development and
assignment. Panel designations were not assigned to former FI,
PP, or PM designees with less than three years of service whe
were considered to be in a stage of initial orieantation and in-
doctrination. The effect of this action was to relieve the FI
and PP Senior Staff Panels of primery responsibility for e total
of approximatelyjjirdividuels and to place them under the
jurisdiction of the Clarndestine Services Career Service Panel.

At about the same time, the designations assigned to positions
under the jurisdiction of the Clandestine Services Career Service
were converted in & similar fashion to reflect panel jurisdictionm.
Since then, Career Menagement Officers and representatives of

the Office of Personnel have been developing arrangements to
review the current designations of all Clandestine Services po-
sitions and edjust them, as appropriate, to conform to the

intent of the present career program.

(2) During the second guarter approximateandivid- 25X1
vels uvader the jurisdiction of the Clandestine S Career

Service Panel were assigned FI or PP papel designations. These

individuals had either completed three years of service or were

in fact functioning as qualified officers in FI, PP, or Pi acti-

vities.
b. Career Management Officers (CMO's)

In March, 1955, the Placement Officers servicing the Clan-
destine Services Career Service were moved physically to work
in the Career Management Offices supporting the verious elements
of the Clandestine Services Career Service. The responsibilities
of Clendestine Services CMO were combined,in one iandividual, with
those of the Deputy Chief, Placement end Utilization Division for
Clandestine Services, and he was delegated authority to approve
personnel. actions through grade GS-15, on behalf of the Office of
Personnel. Authority to approve personnel actions through grade
GS5-12 was redelegated to Placement Officers who work in collabor-
ation with Career Management Officers in supporting each of the
Career Panels in the Clandestine Services Career Service. It is
evident that this combination of Career Management and Placement

2
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activities will result in greater service to the Clandestine
Services and will facilitate further lmplementation of the career

Programs.
c. Individual Career Planning

Probebly the most significant new activity initiated during
the second quarter was the start of individual planning 8
for members of the Clandestine Services Career Service.

X1A I - tc2 17 May 1955 specifies essential poli-

cies and procedures ior the preparation end review of imdividual
career plans.

25X1

d. Assigoment of Overseas Returnees

Primery responsibility for the assigmment of overseas re-
turnces was placed in the Career Panels with jurisdictiom over
the indiviguals concermed. Considerable progress haes been made
toward resolving the in-casusl problem, and positive steps have
been taken tc develop procedures for planning the next assignments
for field personnel prior to the expiration of their oversens
tours.

e. Personnel Requirements

Career Management Officers and representatives of Area Di-
visions end the Office cof Personnel have begun to work to improve
means of determining current and anticipated persocnnel require-
ments and distinguishing those to be met through reassignment
efforts from those requiring external recruitment. In genersl,
future recruitment will be directed primerily towerd the employ-
ment of junior officers with potemtial for Clandestine activities
rather than toward the recruitment of individuels to meet require-
ments of specific positiouns.

f. Rotation

1A m dated 14 March 1955, states that Clandestine
Services poliCy recognizes the rotation of qualified CS COperations
officers into instructional assigaments in the Office of Treiuing
as valuable both to the individual and the orgenization.

2. The Clendestine Services Career Service Board

a. Meetings: lst quarter - two; 24 quarter - one.
b. Promotion
During the first quarter the Board directed particular

3
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attention to the coasideration of promotions tc grade GS-15.
After the Board had considered several nominations for such pro-
motion, the Cheirmen requested Staff and Area Division Chiefs

to submit priority lists of their candidates. These lists vere
reviewsd and prepared for considerationm by the Board. During
the second quarter the Board met once to give consideration, on
s competitive basis, to candidates for promotion from grade GS-1k
to grade €S-15. During the same meeting the Board also aspproved
two promotions at the super-grade level.

3. The Clandestine Services Career Service Panel

a. Meetings: 1st quarter - five; 24 quarter - three.

25X1A

¢. Inventory of Positions

Significant improvements in administrative and staff support
to the Panel occurred through the establishment of an inventory
of positions under the jurisdiction of the Penel. This inventory
is being used to record the anticipated dates of return of over-
seas personnel in these positions ae & basis for advance planning
for the assignment of the returnees and the nex‘c incumbent of
field positions. [ 2d quarter 7

d. Personunel Actions

The Panel considered approximately [Jpersonnel actions 25X
and, in addition, acted n 75 epplications for membership in v
the CIA Career Staff. / 24 querter_]

. FI Career Service Panel

a.‘ Meetings: 1lst quarter - nine; 24 quarter - not reported.

4
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b. CiIA Career Staff

(1) Completed the review of approximate ations 25X1
1A for memb.in the Career Staff. [ lst quax 24 25X1

quarter

(2) An ad hoc panel of senior "DI" officers from Area
Divisions was esteblished to assist the Panel by reviewing the
applications of "DI" persomnel, grade GS-12 and below. Also,

a qualified administrative officer was deteiled to the FI
Career Manegement Office to sssist in the work of reviewing the
pertinent data.

¢. JIrdividual Career Plaming

Each Division was requested to submit the names of senior
FI officers to serve on working groups for the purpose of inéi-
vidual career planning. This program wlll be initiated as scon
a8 the nemes of all nominees have been received.

d. Cases of FI officers completing overseas tours, for whom
no Field Reassignment Questionnalire, Form FNo. 202, hed been
submitted, were brought to the attention of the Ares Divisions
conceraed and remedial action was requested. / 24 quarter /

5. PP Carcer BService Panel

a. Meetings: lst quarter - seven; 2d quarter - not reported.
b. Promotion Policies

(1) The Panel adopted the policy of comsidering the pro-
mot.ions of young persopnel in the light of their long-term
careers and is taking care not to promote them too repidly in
relation to older personnel on duty. :

(2) The Panel adopted the policy of comsidering all pro-
motions and reassignments, grade GS-O and above, instead of
delegating this responsibility to the Panel Secretarlat, ss hed
been done in the past. _
e¢e. Position Inventory

Work has been started to orgenize and maintain a positicn
inventory of all persons in the FP-H-! Career BService

d. Assigmment of Overseas Returuees

Of those imdividuals whose Field Reassignment Questiomnneires,

5
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Form No. 202, have been received in the Office of the FP/CNMO,
most are now being notified through their respective Divisions
of reassignment possibilities which have been considered for
them prior to their return to headquarters.

e. Persomnel Actions
K1A (1) Approximste rsonnel actions, including re-
' essignnents, promotions% intments, etec., were processed
by the Panel during the reporting period.

K1A (2) A total of spplications for CIA Carcer Staff have
been processed during the reporting period.

6. TS88 Career Service Panel

- a. Meetings: 1lst quarter - eight; 24 querter - seven.
b. Personnel Requirements

Action was initiated to identify TSE positicas on Ares
Division T/0's end to surface TSS requirements in projects to
facilitate arvengements for career planning and the assignment
of TSS personnel.

¢. Service Designations

Arrengements were msde to determire proper Service Desig-
nations for individuals assigned to clerical and administrative
positions. Position designations and titles will also be
changed as sppropriate to reflect accurately the nature of the
duties involved.

d. Rotation and Reassignment

In line with regular rotaticnal planning, the CMO of THE
brought up to date the complete list of T8S desigpees serving
overseas, reflecting specific data of completion of tour. Ap-
propriate lists were sent to each TSS division with whom, in
the future, reassignments and replacements will be arranged es
far in advance of specific deadlines as possible.

e. Individual Cereer Planning

While no scheduled policy has been developed, activity has
been undertaken toward individusl career plamning. The Panel
has discussed and eadorsed the career development plans of at
least three individuals. In ome of the cases speciel arrange-
ments regarding pay and classification were coordinated with

6
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the Office of Personnel to work out a long-range program of up
to ten years to develop & highly technical trade specialty om

f the individual. A program involving as many as
hours of on-the-job progression with appropriste re-
classification was worked out by the person's supexvisors.

f. Graphic Arts Wage Schedule

Plans are under way to establisb a more challeunging classi-
fication and pay structure for those TSS deeigpees falling under
the Graphic Arts Wage Schedule. If properly evolved, it will
mean a drastic change from the present confusion in the GA pay
structure, and will offer considerable incentive to TSS career
employees in the trades and crafts to broaden their experience
end, therefore, enbance their value for overseas operational
support activities. / 2d quarter ]

Clerical Career Service Panel

a. Meetings: 1lst guarter - three; 24 quarter - one.
b. Service Designations

During the second quarter the Administration Career Service
Board initiated action to change the Service Designation of a
group of personnel in grade GS-7 and below from SD-SA to SD-D8.
It is estimated that this will increase DS designees by about

vsons end positions. An additional increase in the num-
ers of DS persomnel is enticipated to result from a reviey that
has been underteken by the DI Career Management Office of its
designees at the GS-7 level and below who are doing clerical/
secretarial work and whose career development appears to lie
within the DS rather then the DI area. / 2d quarter /

¢. Shortage of Clerical Perscmnel COverseas

A memorandum wes prepared and approved for distribution to
all DS designees. This memorandum points out the critical
shortage of clerical personnel overseas end urges each indi-
vidual to re-examine his own personal situation and career
interests and indicate his current or future availebility fex
field essignment. / 2d quarter /

d. CIA Career Staff

areer Staff applications were reviewed and forwarded
with appropriste recommendations. / 24 quarter /

T
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SECTIOR II
THE IWTELLIGENCE PRODUCTION CAREER SERVICE

"A. ORGANIZATIOR

On 17 Hovember 1954 therc was established in the DDI organization the
Intelligence Production Career Service Board. DD/I Notice No. 20-110-2 out-
lines the general responsibilities and functions of the IPCS Board and dele-
getes certain of these functions to the Assistant Directors and Office Carecer
Service Boards of ORR, OCY, OSI, and ONE. The Carcer Boards of the Intellii-
gence Production Career Service (IPCS) are outlined below:

1. The IPCS Board

a. The IPCS Board is composed of the following or their
designees:

Deputy Director for Intelligence - Chairman

Assistant Director for National Estimates

Assistant Director for Research and Reports

Assistant Director for Curreat Intelligence

Assistant Director for Sciemtific Intelligence

Special Assistant to the DD/I (Admin) - Executive
Secretary

b. During the second quarter the IPCS Board appointed a Working

Group which meets bi-weekly end reports to the Deputy Director
{Intelligence} through the IPCS Board. The Working Group is mede
up of the Deputy Assistant Directors and/or Executive Officers of
the IPCS offices and is chaired by the Executive Secretary, IPCS
Board. This group will regularly include representatives of the
00 and OCD Cereer Scrvices in its meetings in order that it way
recomnend over-all DDI career service policies to the Deputy
Director (Intelligence).

2. The ONE Caxeer Service Board

The OCI Cereer Service Board

4. The 0SI Career Service Board

5. The ORR Career Service Board

8
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B. ACTIVITIES
1. The Intelligence Production Career Service Board
a. Meetings: [TWot reportea 7

b. Personnel Actiome

(1) Review of all promotions involving positions of
grades GS-14 and 15.

(2) Review of the reaseignment actions in grades GS-14 and
GS-15 involving movement between offices of the IP Career Service
a8 well as to and from other components of the Agency.

(3) Review of recruitment requests and appointment actions
involving grades GS-14 and GS-15.

{4) Review of applicstions for membership in the Cereer
Staff as well as Examining Panel findings when there has been
disagreement between the recommendations of the Board and the
Panel finding. '

(5) Review of requests for extended external training and
applications for the Junior Career Development Program.

c. Rotation

A meeting was held with members of the Office of Training
to develop a program of rotatiom between personnel of the DDI
and the Office of Training. A start has been mede towsrd the
development of a definite rotation policy with the DDP ares. With
the approval of the Chief, FI, DD/P, this program will start with
the Reports Officers of both areas. A program to accomplish
planned rotation of individuals between ONE and OCI on a long-
range basis is under preparation. / 24 quarter /

The ONE Career Service Board

&. Meetings: 1lst guarter - two; 24 quarter - onme.

b. Fitness Reports

The Board approved a policy for O/NE that Fitness Reports
will not be shown to the individuals being rated. [ 1st quarter 7

¢. Career Progression of senior General Group members of O/HE

The senior Genmeral Group includes men in grade GS-15, quite
senior in time in grade, whose competence is general apnd

S
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inclusive rather then specialized. The Board recognizes the
career development of this group es a Problem, not immediate in
nature, but of importance to the individual end the Agency, and
has this subject under continuing survey.

d. IAC Detailed Service Officers

The Board discussed the value of IAC detmiled service offi-
cers, now under reimbursable detail, to the mission of O/NE. No
final decision has been reached that this Office will prefer to .
discontinue the use of IAC slots, but it has been the gepersl con-
sensus that the selection of a professional civiliam where the
office has more autonomy in approving quelifications is more re-
munerative in terms of the fimancial obligation. [/ 1st quarter /

e. Rotation

(1) The Board has given careful attention to certain intermel
shifts of professional persomnel with a view toward broadening the
experience and respopsibilities of a member of Specialist Group
members. It is the view of the Office that a netural progression
for many speclalists is promotion to the General Group snd to more
senior progressional responsibility. To this erd, internal rotation
among the regional units is encouraged. Where the number involved
is small, a5 in O/NE, individual attention can be and is given to
the development of eech of the professionals. On occasion, the
individual has appeared before the Board to discuss his own views
on his own career development. The Board bas taken these views
into account in recommending both internal and externsl rotation.

{(2) fThe Board discussed the contimying need for rotation of
qualified personnel to O/NE from other DD/I Offices. / 24 quarter /

£, Clerical Personnel

Opportunities for promotion within the office iavolving cleri-
cal personnel have prevemted any major problems im this regard.
[ 1st quarter

The OCI Career Service Board

a. Meetings: /[ Not reported J
b. Personnel Actions

The Board reviewed and made recommendations, as appropriate,
on the following:

(1) All promotions to GS-12 and above.

10
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(2) A1l Fitness Reports.

(3) All epplications for membership in the CIA Career
Staff.

(4) Applications for internal end external training.

(5) Matters of imtermal and/or external reassignments and
career plaaning for OCY individuals.

c. Languege Requirements for Analysts

In March the Board established the policy that OCI anslysts
acquire a reading knowledge of the language on their area of re-
sponsibility and that langusge requirements were to be reviewed
and language training planned accordingly.

d. Rotation and Resssignment

Plans were formulated to forward to the IPCS Board on a
ronthly basis, for consideration, plans submitted by OCI indi-
viduals for rotation or reassignment. Also included will be a
listing of OCI vacancies for which assistance will be requested
for £illing these positions. /[ 1st quarter /

e. Use of Testing Service

In June it was established as OCI policy that the testing
service provided by Assessment and Evaluation Staff, Office of
Traeining, could be utilized for:

(1) acceptance in the Career Service
(2) promotions
(3) reassignments

f. Junior Career Development Program

One notice was issued covering details of the Junior Career
Development Program and urging additional nominations for eli-
gible and promising candidates. / 2d quarter ]

The O8I Career Service Board

a. DMeetings: 1st quarter - ten; 2d querter - six.
b. Promotion

The Board established procedures for conducting the review
of all employees in the zone of consideration for promotion.
These reviews are conducted for two purposes: first, to insure
that promotion policies are fairly and equitably administered
within the Office; and, second, to consider the career

1
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development pattern of each imdividusl. In revieving an indi-
vidual career pattern, all available information on an ingi-
vidual is considered. Items of career significance are noted
for action or future reference. A review of all eligible in-
dividuals in every grade was completed by 31 March 1955.

c. Vacancies

A procedure wes established whereby announcements of vacan-
cies are circulated to division and steff chiefs with a request
for names of candidetes to be considered by the Board, and, alsc
the supervisors comcerned. / lst quarter}

d. Rotation for Training

An important facet of the OSI Career Program is the arrange-
ment with 00/C and OTR which permits the assignment of OSI
analysts to field offices. A procedure was established for the
selection of analysts for this training essignment with 00/C
field offices.

e. Career Planning

(1) 1In furtherance of career planning and future assizn-

ments of OSI personnel of the Scilentific Division, 25X
basic materisl wes reviewed by the Board and msde a matter
ord for future reference. This material includes the

career views of the individusels concerned and the observetiocns

of the Chief, Sciemtific Division, where epplicable. / 2d quarter /

(2) The Board discussed procedures for the development of
individual career plans. It is expected that & procedure will
be implemented on & trial basis during the next quarter. [/ 24
quarter /

f. CIA Career Steff

A procedure for the presentation of approved Career Staff
applications was established, and the Assistant Director preseat-
ed 61 Career Staff memberships to OSI persomnel. / 2@ quarter ]

g. Statistical Summary of OSI Board Operations: 5
: 1st d

Quarter narter
Promotion Requests. . . . . . . . . 25X
Professiomal . . . . . . .

Clerical . . . . . . .
AdJustment of salaries of
GS-3'S tO GS-’#'S * o LI

12
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Statistical Summary of OSI Board Operations (Continued):

1lst 2d 25X1

Quarter Quarter

External Training Requests. . . .
Career Staff Applications . . . .
Applications for Junior Career
Development Program . . . . . .
Reassignment from Career Devel-
opment Slots. . + . . . . . .
Assignments to PCS. . . . . . .
Special Request by AD/SI. . . .
Special Reviews . . . . « « . .
Special Personnel Cases . . . .
Extended Assignments. . . . . .
Requests from cther Components.
Nominations for vacancies in
other offices . . . . . . . . .

5. ORR Career Service Board

a. Meetings: 1st guarter - five; 24 quarter - four.
b. Personnel Mansgement Policy

(1) The Board established & policy goveraing the consider-
aticn of personnel actions relating to placement, promotion, sub-
standerd performance, misassignmment or reassignment, and dis-
satisfaction of employees of ORR which camnot be resolved by the
unit, division, area, or through negotiamtion by the Administra-
tive Staff with the units of ORR and other components of CIA.

[ 1st quarter J ’

{(2) The Beard further refined the ebove-mentioned policy
and recommended issumance of an Office notice describing this
policy as soon as possible. /24 quarter J

c. EOD Grades

The Board discussed the relation of entrance-on-duty grades
to epplicent qualifications for positions with CORR and agreed
that the rule-of-thumb measurements utilized by the Office of
Personnel vere completely satisfactory, provided that the Office
of Personnel would consider exceptions when circumstances var-
ranted. /[ 1st quarter /

d. Career Planning
During the reporting period the Board discussed the

13
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implementation of career guidance, career counseling, and the
preparation of career plans by members of ORR. No definitive
policy has been established, but considerable Drogress was
made which should result in an established policy during the
3d quarter, 1955.

e. Fitness Reports

The Board considered ORR policies concerning the review of
Field Fitness Reports, and recommended that the Board, im the
future, note the receipt of individual reports and refer them
for information purposes to the area chief concerned.

f. Orientation Program

The Board considered the need for an ORR orientation pro-
grem for nev employees and recommended the establishment of a
committee to develop procedures for the orientation of new
employees in the functioning and responsibilities of this Office
in order to speed the integration of these individusls into ORR
and to create a better atmosphere of friendly cooperation between
nevw and old loyees, and thereby reduce the turnover of Agency
employees. 24 quarter_/

g. Reclassification

The Board drafted a policy governing the reclassification
of employees from clerical to professional career fields. The
policy is essentially a method of measurement and determination
of an individual‘s quaslifications for professionsl status where
formal educational requirements are lacking. / 24 quarter /

h. Promotion

(1) The Board reviewed the current policy for the con-
sideration of the promotion of individuals engaged in full-time
externel training programs end recommended that the promotion
of personnel in this category is command responsibility and
should be referred by St/A to the area chief concerned. The
Board egreed to consider only those cases referred to it by the
area chiefs. However, the Board recommended that the Admini-
strative Staff thor document all cases that are considsred
under this policy. / 24 quarter

(2) The promoticn of one Intelligemce Officer, GS-11 to
GS-12, who is currently engaged in was referred to 25X
the area chief for eppropriate action. 2d quarter]

1h
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i. Statistical Summary of ORR Board Operations:
lst 24

Quarter Quarter

Requests for non-CIA Training . . . 25X1
Rotation Assigament . . . . . . . .
Performance Evaluation. . . . . . .
Applications for Regemsburg
Training Program . . . . . . . .
Application for Junior Career
Development Program « - « o « + &
Applications for CIA Career Staff .

15
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SECTION III

THE OPERATIONS CAREER SERVICE

A.  ORGANIZATION

The Career Service Boerd, Office of Operations, is composed of the
following:

Assistant Director for Operatioans - Chairman
Deputy Ascistant Director for Operations
Chief, Contact Division
Chief, Foreign Documents Division '
25X1A
F] 1)

A member of the Planning and Coordinating Steff of

the Office of the Assistant Director for Operatioans

serves as Secretary.

B. ACTIVITIES
1. Meetings: 1lst quarter - six; 24 quarter - ten.

2. Trainiag

The Board approved arrangements between the Contact Divi-
sion and the Office of Training for the establishment of a
three-veek refresher course for "contact specialists”, to be
held three times . se will be attended by
5 to 10 employees from

X1A approximate
Division headquarters. / 1lst quarter / The second Contact
Division Refresher Course was held in Washington o-l?
attended by 18 Contact Specialists from 25X
X1A ﬂnﬂ I Brapnch representatives from headqnarters.

25X1

---------
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given to eligible personnel who have not previously served over-
seas, although the requirements of the position, the availebility
of an appropriate grade, the circumstances surrcunding the locale
of the position, or the over-sll Service staffing plan may re-~
quire the selection of an individual who has already served or is
already serving at an Overseas Bureau."

Promotion

On the question, posed by the Director of Training, con-
cerning the promotion of individuals engaged in long-term train-

ing programs, the Board felt t the promotion policies stated
in Agency Regulation hould be applicable.

The Jupior Career Development Program

The Board felt that it was in a difficult position with re-
gard to spontaneous epplications from average (as cpposed to
outstanding) personnel, and decided that these should be forwarded
to the Director of Training without Board recommendations. One
member of the Board felt strongly that the method of applying for
participation in the JCD Program should be revised, that sponten-
ecus applications should be eliminated, snd that a few capdidates
should be chosen (&s a recognized homor) by Division Chiefs for
Carcer Service Board consideration, further selection and for
Office-level nomination for the Program.

Pay Adjustments

Discussion of two issuances involving pay adjustments for
certai personnel indicated that the first, Agency
NoticemEplied to certain 00 engineering and tech-
nical sulted in no changes in the salaries of the
incumbents. The second issuasnce, an internal Personnel Office
memorandum (No. 20-410-1%4) on in-hiring rates for clericsl per-
sonunel was believed to involve morale hazards for personnel al-

ready on duty in the clerical grades, and the Board decided that
this aspect of this paper should be studied within the Divisions.

Service Designetions

With reference to the possibility of the assimilation of
administrative and technical personnel into "funetional" career
services outside the Office of QOperations, the Board felt:

a. That the present Office policy of allowipg such employees
to choose thelr own Service Designations should be adhered

to; and
b. that the majority of 00 employees would wish to "meke their

17
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careers" within the Office. Statistics reflecting the
length of employee service within the Office of Operations
were submitted. /lst quarter 7

CIA Carecer Staff

8. With regard to a question, posed by the Head of the Csreer

Service, as to whether an applicaant for membership in the
Career Staff should be accorded a personal hearing to eppesl his
or her placement in Categories B or C, the Board felt that some
mechapism for appealing the decision of the Selection Panels
should be established. [ lst quarter /

b. The Board decided that it would not need to be advised of

the return of signed Notices of Acceptance in the Career
Staff, as these Notices were made a matter of the record before
being sent to the employee. /24 quarter ]

¢. The Board decided that a procedure would be established for

bresentation of Notices of Acceptance ia the Career Steff,
whereby the Division Chiefs would personsl present the Notices
in cumulative groups of ten. [ 2d quarter

Area Femiliarization Program

The Board approved two requests for overseas tours under
the area familiarization program, and noted the satisfactory
results of a third area oriemtation tour, sponsored by the
Office of Training, which was completed during the first auarter.

Junior Officer Trainee Programs

The Board decided that the Divisions would submit to the
Secretary of the Board Junior Officer Trainee programs for
their Divisions whick could be used by OTR for planning in the
assignment of trainees to 00.

Rotation

The assignment of seven OSI persomnel to 00/C field offices
for a three month's tour was approved in principal by the Board.

[ 24 quarter 7
Statistical Summary of Board Operations#

1st 24
uarter uarter

Applications for CIA Career Staff. . .
Request for IWOP . . . . . . . « & o« .

18
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Statistical M of Board Operations SCOntinuedzz
1st 24

Rotation Requests. . . . . . , . . . .
Requests for Area Familierization
TOULS. « ¢ 4 v ¢ ¢ 4 o v o o o o o o
Application for Junior Career Devel-
oprent Program . « « « . 4 0 0 . o .
Requests for Army Enlisted Reserve

. Prom. L] » L] - L] - - L] L] L] -+ » L4 -
Nominations for Service Colleges . . .

25X1

¥ This statistical summary was compiled from items of information included in
the quarterly reports, and does not necessarily reflect all the activities

of the Operations Board.

19
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SECTION IV

THE COLLECTION AND DISSEMINATION CAREER SERVICE

A.  ORGANIZATION

The Career Service Board, Office of Collectioa snd Dissemination is
composed of the following:

Assistant Director - Chairmsn Ex-Officio
Deputy Assistant Director - Chairman
Executive

Administrative Cfficer

Chief, Graphics Register

Chief, Lieieon Division

Chief, Machine Divicion

Chief, Special Register

Chief, Industrial Register

CIA Librarien

Chief, Operstions Staff

Chief, Biogzaphic Register

Chief, CIA Clessification Control Staff

ACTIVITIES
1. Meetings: 1st quarter - five; 2d quarter - three.

2. Release Policy_

In cases involving transfersv of personnel froem OCD to
other CIA Offices, OCD raised from 30 days to 60 days the
period which it may retain an employee. /[ 1st quarter ]

Promotion
The Board reaffirmed an earlier policy decision to pro-
mote an individual placed in a vacant higher slot when time-

in-grade is completed, providing performance in the higher
graded position has been satisfactory. [/ lst quarter /

Overtime

It wvas decided that overtime would not be paid to any
GS-10 or above, except in specific emergencies. [' lst quarter]

Recruitment

20
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The need for countinmued strong recruitment and double-
encumbering of slots in order to offset the average attri-
tion rate and bring OCD up to full T/0 strength was stated.
[ 1st quarter 7

Trainig

In an effort to meet any problems which might arise during
formal treining programs within CIA or at extermsal facilities,
supervisors were reminded of their continmuing responsibility
for their persomnel during their training period. / 1st
quarter /

Board Attendance

It vas decided that two branch chiefs will be invited to
attend each regular Board meeting. It is expected that this
will give to OCD persomnel & better appreciation of the working
and activities of the Career Service Board. / lst quarter /
Six branch chiefs attended Board meetings during the second
quarter.

-Reclassification

Further emphasis was placed on a thorough review of an
individual‘s qualifications before comsideration for promotion
from clerical to professional status. /[ 2d qua.rterf

Records of Performance

It was agreed that a practice should be made of main-
taining accurate records on individuals whose performesnce is
not satisfactory, in case problems should arise in the future.

[ 24 quarter /

Reassignment

In ceses where the reassigoment of an individual who
has had extensive external training in OCD is contemplated,
the Board deemed it highly desirable to call the requesting
office’s attention tc this fact and to the need, in the
interests of CIA, for teking advantage of such traiping in
the new assignment. / 2d quarter /

Summary of Board Operations¥: 1st 24
Quartey Quarter

Vacancies . . . . . « ¢« ¢« ¢« « « &
Requests for Release. . « . . . .

21
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Summary of Board Operations (Continued):

lst 2d
Quarter Quarter

Applicstion for Junior Career
Development Program . . . . . .
Requests for Training . . . . . .
Promotions from Clerical to Pro-
fessional Status. . . . . . . .
Requests for Rotation . . . . . .

25X1

* The statistical summary was compiled from items of information iacluded i
the quarterly report.

22
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SECTION V

THE SUPPCRT CAREER SERVICE

A. ORCANIZATION

The Administration Career Board at the end of the second quarter con-
tinues to have & dusl responsibility. It serves as a senior Career Board to
advise the Deputy Director (Support) on all aspects of career service which
concera the Deputy Director Support components and the several Cereer Serv-
ices which are centered in the Deputy Director Support organization. It also
gerves as an operating Career Board which is concerned with the utilization
and development of the group of Agency employees identified with the Service
Designation of SD-SA. In serving both these functions ; 1t is the group vwhich
advises the Deputy Director (Support) im his dual role as Head of the Admini-
stration Career Service and as Head of the Deputy Director Support organiza-
tion with its several seperate Career Services. :

With the creation of the Deputy Director Support organization in February,
studies were begun to determine the possible need to reorganize the Career
Board structure of the Deputy Director Support orgenization. During the second
quarter proposals to establish a Support Career Board as a senior advisory
group and to reconstitute the Administration Career Board were approved by the
Administration Career Board and the Deputy Director (Support). This reorgani-
zation was not effected at the time of this report. The proposed organiza-
ticnal structure of the Support Career Board and the Administration Career
Board end the present composition of the other Career Boards in the Support
Career Service are outlined below.

1. Suggort Career Board

a. The Assistant Deputy Director (Support) will serve as

Cheirman of the Support Career Board and the Heads of
the Career Services centered in the Deputy Director Support
organization will be members.

b. The Support Career Board will advise the Deputy Director

{Support) with respect to all career service mastters in
the Support family. It does not represent the administrative
Career Services as such in the sense that there are no indi-
viduals under the jurisdiction of the Board and there is no
special Service Designation identified with the Support Career
Board.

23
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Administration Career Board

a. The Administration Career Board will be composed of the

Deputies of the Heads of those Career Services most
actively concerned with the utilization and career develop-
went of SD-SA employees. :

b.  The Administration Career Board will no longer serve as
the senior Career Board but will be on the level with
other administrative Career Service Boards in the Deputy Direse-

tor Support organization.‘_ o
Office of the Comptroller Career Service Board

The Office of the Comptroller Career Service Boerd is composed
of’:

Comptroller, Chairman Ex-Officio

Deputy Comptroller, Member and Alternete Cheirman
Chief, Techmical Accounting Staff » Member

Chief, Progrem Anslysis Staff, Member

Chief, Budget Division, Menber

Chief, Fiscal Division, Member

Chlef, Fingnce Division, Member

Chief, Machine Records Division, Member

Special Assistant to the Comptroller (Support), Member
Administretive Officer, Secretary

Office of Commmications Carser Service Bosrd

a. The Office of Commnications Career Service Board is ccm-

posed of a chairman, two members, and a secrectarist. Mem-
bership on the Board is rotated among senlor OfifTice of Comwuni-
cations officers, and are so rotated that two members are
scheduled for each mezeting. .

b. The Board meets two afternoons each week to review all pro-
motion, rotation, reassignment, apd Career Staff sctions
for Office of Communication perscunel.

Logistics Career Service Board

The Logistics Cereer Seﬁice Beard is composed of:

Director of Logistics, Chairman Ex-Officio
Deputy Director of Logisties, Chairman
Assistant Director, Permanent Member
Special Support Assistant, Permenent Member

2k
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Four Division or Staff Chiefs serve as rotating
members; appointments are for six months
end rotating members serve on a staggered
basis.

Career Menamgement Officer, Secretary

The Chief of the Administrative Staff, the Chief of
Personrel and Training, and the Training
Officer serve as technical advisors when
needed.

6. Medicel Staff Career Service Board

&. The Medical Staff Career Service Board is composed of:

Chief, Medical Steff, Chairman

Deputy Chief, Medical Staff, Voting Member

Chief, Psychiatric Division, Voting Member

Chief, Technical Services Division, Voting Member

Chief, Administrative Support Division,
Executive Secretary

Secretary to Chief, Medical Staff, Recording
Secretary ) :

Additionsl sppointments will be made by the Chief,
Medlcal Staff, as necessary.

b. A three-man Medieal‘Technicians Panel, dravm from the
largest single group of SM designees » the technicians,
functions in an agvisory capacity to the Board.

¢. A one-person Pamel functions in an analogous manner for
nurses.

d. The Office of Personnel Placement Officer who handles
Medical Staff placement sits with the Board in a technical

advisory capacity.
7. Personnel Career Board

&. . The Persounel Career Board (PCB) is composed of:

Director of Persomnel, Permenent Member Ex-Officio
Deputy Director of Personnel, Chairman
Special Support Assistent, Voting Member
Deputy Director of Personnel for Planning and
' Development, Voting Member
Chief, Contract Personnel Divisionm, Voting Member

25
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Chief, Insurance and Caswalty Division, Voting Member
Chief, Personnel Assignment Division, Voting Member
Chief, Persomnel Procurement Division, Voting Member
Chief, Position Evalustion Division, Voting Member
Chief, Records amd Services Division, Voting Member
Executive Secretary, Non-Voting Member

Chairman of Planning Panel, Hon-Voting Member

b. The Executive (ommittee of the PCB is a rotating committee

of three members of the Board and appointed by the Chairmen
of the Board. Appointments ere for six months spd rotating menm.
bers serve on a staggered basis, with one member retiring every
two months.

c. The Planning Parel is composed of:

Deputy Chief for Support, Personnel Assignment
Division, Cheirman

Deputy Chief for Clandestine Services, Personnel
Assigmment Division, Member

Deputy Chief, Position Evaluation Division, Member

Career Menagement Officer for Personnel, Member

Executive Secretary of PCB, Secretary

Cffice of Security Career Service Board

The Office of Security Career Service Board is composed of the
Chairman, four members, and a Secretary.

Office of Training Carecer Service Board

a. The Office of Training Carecer Service Board is composed of:

Director of Training, Chalrman

Deputy Director of Treining, Member

The seven School and Staff Chiefs of the Office
of Training are members of the Board
and the Chief of the Personnel Section
attends all meetings of the Beard.

Assistant Persomnel Officer, Secretary

- b.  Promotion Panele of the Office of Training:

Clerical Proaotion Panel
Professional Promotion Panel

26
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B. ACTIVITIES
1. Administration Career Roard

The quarterly reporis submitted by the Deputy Director (Support)
cover career service policy matters acted upon by the Admimistration
Career Board vhich pertain to all the Career Services in the Deputy
Director Support organization as well as the activities concerning
SD-8A employees under the jurisdiction of the Administration Career
Eoard.

8. Service Designations

(1) During the first quarter the Deputy Director (Support),
with the recommendation of the Administration Carser

Board, aspproved the use of the letter "S" as a prefix to

the Service Desigaation of Career Serxrvices centered in the

Deputy Director S rt organization. ﬁncorporated in re-
X1A vision of iﬂ;g the second quarter. /

{2) The Deputy Director (Support) informed the Administra-

tion Cereer Board that he favored contimued study of
the possibility of expanding the present system of Service
Designations to permit these Designations to reflect supple-
mentary conslderatlons in other Career Services.

(3) Considerable attention was devoted during the first

quarter to examining the personnel folders of employees
essigned to overseas positions in order to verify that their
Service Designntions were correct, and reflected the ares in
which their cai'zer had developed and should develop.

(4) During the first querter there was corstant activily
~in perforning the fuaction of assigalrg most appropriate
Service Designations to headquarters employezs in the DDS
organlization. There was also s good deal ¢f sctivity in ad-
~Justing Service Designations to positions within the Clan-
destine Services.

(5) At the end of the second quarterly r -ing pericd the
transfer of a group of aspproximately personnel. and 25X
thelr positions in grade (GS-7 and below -SA to €D-DS
was beipg fipslized. Under study were other groups vhose
Service Designstions should also probably be changed to pro-
duce more effective planning and reassignment. [ 24 qua.rter]

b. Review of Perscnnel Actions

{1) A1l proposed personmnel actions which concern SD-SA

27
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personnel or positions are reviewed by the Administration
Career Board or by its Secretariat (actions involving grade
0S-13 and below). '

(2) During the first quarter the volume of activity im re-

viewing proposed personnel actlons was normel except
that, for reasons not well understood, there were more than
an average number of chenges involving persomnel in grade
¢S-9 and below.

Asslignment end Resssligmment of Personnel
(1) Procedures

The Administration Career Board recommends the assign-
ment and reassignment of SD-SA personnel in the DDS and DDP
‘orgenizations. The Board's Secretariat maintains records of
all existing and forthcoming sssignment opportunities and
vacancles. The Secretariat reports toc the Board the vacan-
cies and submits rosters of suitable candidates. In assem-
bling these rosters the Secretariat consigers gualifications
of the individuals, Individual Career Development Plans (if
they exist) and the comments or concurrences of the gaining
and losing components as well as the individual concerned.

(2) "Cross Fertilization" Reassignment Policy

During the second quarter the Administration Career
Board increasingly emphasized the importance of "ecross fer-
tilization" in the reassignment of persomnel. It constantly
denonstrates in recommending reassiguments that an employee
vithin s given component and with a given Service Desig-
nation need by no means be limited to either in the proper
development of his cereer.

(3) Oversess Personnel

The Deputy Director (Support) has given a high priority
to efforts to develop e most efficient system for moving
administrative personnel to overseas posts and to planning
their next assignments well in edvence of their return.

(a) Reassignment of Overseas Returnees

The return dates of all SD-SA personnel overseas
have been determined and are verified repeatedly. Ap-
proximately eight months before the return of an SD-5A
employee the Secretariat begins actively plsoning for
his next assignment. At the end of the first querter

28
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reassignments were determined for all SD-SA enployees
overseas zbove grade (GS-9 who were scheduled to return

. within the next seven months, with only ome exception.
The "In-Casusl" rate contimues to be very low; at the
end of the second querter there was only one individual
who has been in that status for more than 30 days.

(v) Rotation Plans

During the first quarter the following plans were
affirmed or reaffirmed in order that greater mumbers
of administrative personmnel may acquire overseas exper-
iences

(1) Perconnel selected for overseas assigaments
will ordinerily be those without prior over-
seas experience with the Agency.

(2) Aiministrative personnel, both general (SD-8A)
and specialized (e.g., SD-SL, SD-SF), will
normelly be returned to headquarters upon completing
& single overseas tour. This policy refers to com-
Plete tours of duty rather than extensions of tours.

(3) Problems

The Boerd is experiencing difficuity in plan-
ning next assigoments of overseas employees in
grade GS-9 and below. There are more than three
times as mapy positions in this grade ranmge in the
field than there are in headquarters. Only a very
small percentage of present incumbents of head-
quarters positions are willing to serve overseas
and of those who are willing a mumber establish
mmerous conditions. The Board must take action
to assure that headquarters positions in grade
ranges of GS-9 and below arz occupied by emplovees
willing to serve overseas. This can only be accom-
plished by moving the present reluctant incumbents
to positions elsevhere in the Agency in which they
are not part of the overseas stresm. _ _

&. Promotion Policles

During the firsi quarter the Board submitted recommendations

regarding Agency promotion principles to the Deputy Director
(Support) for submission to the CIA Career Council. These recom-

mendetions, in brief; are as follows:

29
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(1) Promotion should be based on consideration of demon-
strated abilities of individusls in relation to
Agency needs. :

(2) Tne length of time an employee has served im his cur-

rent grade may normally be considered as the length
of time which his ability to perform at that grade level
or a higher grade level, has been observed.

(3) An employee is considered "eligible" for promotion
when be has served in his current grade for a speci-

fied time. He may be promoted, however, only when he has

demonstrated his ability to perform work of a higher grade.

(L) The ability of an employee should be recognized by his
supervisor and his Career Board regerdless of his
"time in grade." An employee should always be "being con-

sidered for promotion.”

{5) The ability of each Agency employee to perform work

at e higher grade should be formally evaluated and
reviewed at least once each year, regardless of whether or
not he is eligible in terms of other requirements.

The Board alsc made -reconmendations concerning the responsibil-
ities of supervisors and Career Boerds in regard to implementing
the above-stated policies. _

e. Promotion to Super-grade Status

At the ccnclusion of the first quarter a study at the re-
guest of the Deputy Director (Support) was being prepared as to
optimum procedures for identifying end ranking those personnel
who are under the Jurisdiction of the Board and who should be
conslidered for advancement to super-grade status.

f. Individual Career Development Plans

(1) Prior to the first quarter reporting period the Ad-
ministration Career Board and the Deputy Director
(Support) had approved a procedure for developing Individual
Career Developmernt Plans for SD-SA personnel, and the per-
sonnel of the other Career Services centered in the former
Deputy Director (Administration) organizetion. These pro-
cedures are outlined in the report submitted by the Deputy

Director (Bupport) for the first quarter.

{2) During the first quarter two completed Individual
Career Development Plans were approved by the Boerd
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and fifteen additional Plans vere being prepared for sub-
mission to the Board.

g. Senior Career Development Programs (SCD)

The Administration Career Board snd the Deputy Director
(support) approved a special plan whereby an Administrative Of-
ficer of the Deputy Director (Plans) organization would be
assigned to s Senior Development position and would receive
training for approximately two years as an FI Operations Officer.
The Board also checked periodically the program of two other
aefministrative employees receiving training in the SCD Program
under the sponsorship of the Board. / lst quarter /

h. Junior Career Development Program (JCD)

The Administration Career Board conducted an intensive in-
vestigation of the basic concepts avd procedures of the JCD
Program, particulerly the standards and criteria for selecting
-~ junior personnel for development to meet the needs of the Ad-

mlnistrative Career Services. It was concluded that 1t is not
desivable to chenge the final selection criteria. It was also
concluded that the development of junior personnel can be readily
accomplished for planmned rotation and training programs for in-
dividuals who do mot necessarily meet the specific standards for

the JCD Program.
i. Training

(1) The Administration Career Board recommended to the

Deputy Director (Support) that an Administrative
Officer Training Course be established to train special-
ized persomnel (e.g., Finance, Security Officers) to per-
form the duties of a Junior Administrative Officer. The
Deputy Director (Support) indicated that he was taking
action to obtain more information regarding the needs and
requirements for such a course. / 1lst quarter / Exten-
sive reseaxrch was completed during the second guerter for
e trailning program for the first Junior Officer Tralnee
in the field of Administration. This program may serve
as & guide for subsequent tralnees who wish to become
general Administration Officers.

(2) The Director of Training presented to the Admini-

stration Career Board the needs of OTR for experienced
adninistrative persommel to serve as imstructors. The
Boaxrd egreed on the desirability of rotating Administra-
tive personnel to OTR for specified tours of duty as
instructors.
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(3) The Deputy Director (Support) transmitted to the

Director of Training the requirements for persopnel
to develop end instruct administrative training courses
for the next 12 menths. Action has been taoken to meet
these requirements. / 1lst quarter /

(L) The Board discussed procedures whereby personnel

are selected for the more significant senior exter-
nal training opportunities (e.g. the Harvard Advanced
Menagement Program and the Senior Service Schools). The
possibility of Agency-wide screening was discussed. It
was agreed that the supervisory echelon and particularly
the Heads of Career Services should accept the primary
responsibility for making nominations for key development
and training programs. [/ lst quarter /

J. CIA Career Starf

(1) The Administrstion Career Board continued to review

applications for membership in the Career Staff.
This reviev involves the verification that applications
are endorsed by the individual‘s supervisor or heads of
components, anil & careful examination of the individual's
official Personunel Folder.

(2) ‘The backlog of applications has been reduced sub-

stentially. At the epd of the second quarter there
were only fourteen applications reviewed which have not
been acted upon by the Board.

k. Review of SD-SA Positions

Prior to the first quarter the Administration Career Boerd
end the Deputy Director (Support) had requested that the Direc-
tor of Personnel accomplish & major survey of all administrative-
type positions, both domestic and foreign. The compiletion of
this information is an essential part of the plaoning for the
career development cf individuals. During the first quarter the
study was leunched by means of representative desk audits and a
widespread disseminetion of qualification questionnaires. The
progreas of the survey is being followed by the Secretariat of
the Administration Career Board.
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Office of the Ccnggtrcller Cayeer Service Board

a. Meetings [ Hot reported /
b. CIA Career Staff

The Chairman of the Board recommended to the CIA Selection
Board that it consider including in the criteria governing de-
termination of suiltebility for seiection into the CIA Carcer
Staff a requirement that each applicant's record with respect
tc the discharge of responsibility has been satisfactorily dis-
charged. The determinstion in this matter should include review
of the official fimanciel records mminteined by the Office of the
Comptroller. This proposel was accepted by the Selection Board
and all cases are now reviewed by the Office of the Comptroller
for determination of those cases that should be called to the
attention of the Selection Board because the records reflect
delinguency.

c. ‘Traiping

The Board reported thet a total of 177 SD-SF employees com-
pleted training courses during the first six months of 1955.

Interpel Training - 51; External Training - 23 (1st quarter)
Internal Treining - 89; External Training - 14 (24 quarter)

d. Finencial Mzpagement Handbook

Two employees were given the assignment of working with
the Office of Training and representatives of the Office of the
Deputy Director (Plans) in the preparation and issuance of a
Financial Manangement Handbook.

e. Statisticsl Summery of Board Opemtions*

lst 2d

CIA Career Staff Applicstions . . . 25X

Speclal Fitness Reports . + « « « .
Welver Tests for Employees Sched-
uled for BOC Training. . . . .
Assignment to the Field . . . . . .
Reassignment of Overceas
Returmees. . . . . . + « « « .

# This statistical report was compil rom items
of information included in the quarterly reports
and dces not reflect sll the activities of the
Board.
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3. Office of Communicetions Career Service Board

a. Meetings [ Hot reported 7
b. Fitness Reports

The Fitness Report was discussed in detail, with particular
regard for the wide variance of standards presently applied by
the evaluating officers. It was determined that a potice would
be distributed throughout the Office of Commmnications pointing
out the deficiencies noted in the Fitness Reporis received to
date. Another such notice will be published if additiomal de-
ficiencies are noted in the future. /[ 1st quarter /

¢. Career Program for Military Persomnel

The Board dlscussed the possibility of formlating a career
program foxr those military personnel presently on duty with the
Office of Commmications who have been approached with regard to
"civilianizing” upon completion of their military tours. It is
believed that such g program would ensure career consideration
along with civilian contemporaries. The Administirative Staff
has been requested o submit a proposed program to the Board for
consideration.

4. Rotation

(1) The procedure has been estsblished and implemented

whereby copies of Board actions pertaiaing to
rotation will be forwarded to the field. This procedure
will eliminate the many separate papers {evaluations, bio-
graphical information, etc.) now being semt. One copy of
the Board asction will be sent to the individual's present
location which will inform him of his next assignment, and
one copy will be sent to the area toc which the individual
will be rotated, which will notify the Chief of the Area
of an individusl in process for his Area.

(2) To strengthen the Office of Commmications’ one-man

stations, the policy has heen azdopted that only
second~tour individuals will be rotated to £ill these
positions.

e. Service Designations

The advantages apnd disadventages of having the career
desigpation of perscomel occupying adminlstrstive positions con-
verted from "CO" to "A" were discussed. It was determined thst
the problem will be presented to the DD/S senior Board ss scon as

possible. [ 1st quarter /
34
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f. CIA Career Stalf

25X1A

Career Starf unless they are agreeable to accepting overseas
assignments within conditions specified in the Application for
Membership in the Career Staff. /[ 2d quarter /

g. Transfers of Personnel

(1) Transfers of Office of Commnications personnel to
other CIA offices have been suspended until the
present critical shortage of persomnel is alleviated. Re-

quests for shopping are still being processed with the
stipulation that the ipdividual cannot be released at this
time. /[ lst querter /

(2) For the reslotting or transferribg of persomnel where
no promotion or change in post is invelved, the
follcwing policies vere adopted:

(a) The éivision or staff concerned may approve
intra-divisional or intra-area transfers up
tO GS°13.

(b) A Career Service Board action is required for
inter-divisional or intre-exrea transfers up
tO Gs-lso

(c) A4 Hoc Committee approval is required for
transfers of personnel GS-13 ard above.

h. Career Development Programs

K1A W()ﬁ‘ice of Personnel, was invited to
the scuss various career development progreums pres-
ently operatipng in the Agency. Eliglibility criteria and other
aspects of Junior Officer Trairing, Junior Career Development,

and Career Development programs were explained. [ lst quarter]

i. Statistical Summary of Bosyd Operaticns
ist 24

varter Quarter

Botatim L] L] L L] o *® L3 Ld . L L] L] * s 2 5x1
Prwtion ¢ @€ % ¢ e ® O° & 3 & s =

Extra-Scheduled Promotion Requests.
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lst 24

Employment Prospects Reviewed . . 25X1

Tours Bxtended. « « + + o « « o &

Requests for Release. . . . . . .
Requests - Marriage to Forelign

Hatiomals . . . . ¢« + « « &

CIA Carcer Staff Applications . .

: Requests for Equivalent Military

Training Program . . . . . .

Non-Agency Training Requests. . .

Ad Hoe Committee Actions Revieved

Cases Tabled. . . ¢« ¢« ¢ ¢ « o & &

Total Number of Cases . . « « + .

36
Approved For Release 2003+E+HQ 9R-EHI-RDP78-03578A000300120001-3




AP'Ied For tase 2001/11/19 : CIA-RDP78-03578'030012“01-3

S-E-C-R-E~T

L. logistics Career Board e

&. DMeetinge: 1l1st gqusrter - three; 2d quarter - three.
b. Assignment Policies and Procedures

(1) Members of the Logistics Career Service are now

being selected by the Office of Logistics for
specific field and heedquarters assignments. The old
panel system that allowed Area Divisions to make &
selection from awong several employees has been ebolish-
ed. /[ 1st quarter /

(2) A "rotetion end resssignment plan” was developed

by the Career Management Officer, Logistics, and
adopted by the Board. / lst quarter / This plen has
aided in reducing the pumber of Logistics in-casuals by
compelling the area divisions to coasider 10 designees
completing field tours, and to provide appropriste
positions for them.

(3) To further implement rotation, reassignment, and
carcer plasunning, a visual index control system has .
been established for all 10 designated positions in the
Deputy Director (Plans) organization. Iogistics posi-
tions within the Deputy Director (Support) organizatioan
and elsevhere in the Agency are currently being identi-
fied. OF-4B cards (Persomnel dats cards) have been
established on all SD-SL employees. A flagging system
has been established in conjunction with the previously
mentioned index system that ensbles the Qffice to flag
positions vhere the incumbents are due to rotate within
the ensuing eight months. The DDP Area Divisions are
querried by the CMO, Loglstics, regarding these cases
a5 the necessary Field Reasslgnment Questionnaire, Form
Ho. 202 or vacancy reports have not always besn received.
As of 30 June this procedure ensbled the Logistics Office
to staff the field positioms in the DDP Areas through
September, 1955.

(4) The Position Inventory Record reflecting essential
information conceraing all 1O designated positions
(field end departmental) hes been established. This
record plus the Roster of Staff Employees with an
assigned SD-SL, which is supplied monthly by the Office
of Personnel, ensures that all SL designees will be
periodically considered by the Board for reassigpment,
rotation;, or promotion in a systemstic menuner. Estab-
lishment and use of this record has considerably improved
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the quality of career manasgement being afforded SIL
designees. One problem in the meintensnce of this record
involves a lack of current ianformation concerning 10O
designated positions and employees outside tihe Office of
Logistics in both field and departmental components. To
resolve this problem, request has been made of the Office
of Personnel that the Office of logistics be placed on
distribution liste to receive T/O change suthorizations 5
8F-50's and approved SF-52's concerning 10 positions and
employees located outside the Office of Logistics.

¢. Reassignment of Qverseas Returnees

K1A In complisnce wit Logistics employees serving
overseas are being sdvi ng thelr next assiguments prior
to the completion of their field tour. .

. Extensions of Tours of Field Duty

During the first quarter the Board established the policy
that extensions of two-year tours of duty for Logistics employees
serving overseas are not being granted except in unusual circum-~
gtances.

e. Service Designations

Effort is being made to correct improper Service Desig-
nations assigned employees within the Office of Loglstics.

f. Statistical Summary of Board Operations
’ 1st 24

warter Quarter

CIA Career Staff Applications . . 25X1

Assignments to Area Divisions for
Specific Field Assignmeats .
Notificatlons of Reassignments
~ for Overseas Returnees . . .
Reaesignmeat Actions. . . . . . .

[ ot

reported_]
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Medical Staff Career Service Board

a. DMeetings: I1st quarter - eleven; 2d quarter - eight.
b. Recruitment

Policies and procedures for the recruitment of physicians
and psychiatrists, respectively, were reviewed during the first
guarter. This has developed into an extremely helpful oper-
ation, furnishing the necessary link between procurement and
career developnment.

¢. Policy for Review of Personnel

(1) & periocdic revievw of all medical personnel to ensure
proper grade and assigmmept was initiated during the
" first quarter. The annual Fitness Report is the occasion
for this review. Documents reviewed are Fitness Reports »
Career Service questionneires, date of Grade List, and list
of current and future vacancies.

(2) Special Fitpess Reports are reviewed by the Board.

(3) Career development planning is impliecit in the annusl

reviev of each individual. Longer-range career
plapning for all personuel, i.e., for as much as five years
is viewed at this time with some misgiving.

Problems - Shortage of Personnel and Grades for Non-Physician
Personnel

(1) sShortage of personnel is perhaps the greatest single

problem of the Medical Staff Career Program; thus
many opportunities of & training or career development
nature have been necessarily forfelted. Action has been
initiated with the Cfi'ice of Personnel regarding this prob-
lem. /24 quarter /

(2) A second problem is that of the paucity of grades for
non-physician persomnel asbove the grafle GS-9 level.

This has resulted in a distorted distribution of grades

and less opportunity for the promotion and development of

capable and deserving personnel. Actioms have been initiated

with the Management Staff that should improve this situation.

[ 24 quarter /

Fitness Reports

The Board recommended that action be taken to correct the
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demonstrable imadequacy of the current Agency Fitness Report.
[ 1st quarter /

f. Copies of Persoanel Actions

The Board recommended that the parent career component be
furnished an information copy of all Office of Personnel de-
cisions affecting personnel assigned outside their parent office.
[ 1st quarter 7

g. Training

(1) The semi-ammual review of policies and procadures con-

cerning the training program for medical persomel was
conducted during the second quarter. This review revealed
that although 21% of the Medical Staff received some form
of Agency-sponsored training during the calendar year 1954,
the number of personnel in training each month was well
below the percentage recommended by the Office of Training.
It was the fecling of the Board that the curremt action
being taken to augment the Medical Staff Teble of Organi-
zation with the current effort will socon ensble the Medical
Staff to place more persomnel in Agency training.

(2) The Board requested that the Office of Training be

contacted concerning the problem presented by the
short-term physicians used by the Agency. Shorter or
part-time courses are recommended in such ceses. [ 24
quarter /

h. Reassignment of Career Planning for Overseas Returpees

A procedure has been developed whereby the receipt and re-
view of a Field Reassignment Questionnaire s Form No. 202, by the
Board is followed by & letter to the individual concerned from
the Chairman of the Board. The letter acknowledges receipt of
the Questionnaire, assures the individusl that his preferences
for assignment will be duly considered, and informs him, if
appropriate, of what career planning is being done on his behalf.
This letter should errive approximastely six months prior to the
individuval's return to headquarters. Several such letters have
already been dispatched, end indications are that they have

produced a salutary effect.
i. Assigtence to the Board

The Board has received singularly effective assistance
from the Technicians® Panel and the Placement Officer from the

ho
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Office of Personnel. The attendance of the Placement Officer
at Board meetings has been remerkebly satisfactory; technical
matters that previously might be deferred for consultation with
Personnel officiels are now setiled at once.

J. Statistical Summary of Board COperations

Assignment Actioms. . . . . . . . . ] 25X1

-Promotion Actions . . . . . . . . .
Training Requests . . . . . . . . .
Career Staff Applications . . . . .
Field Reassignment Questionunaires
reviewed « .« i . . 4 v 4 e .
Fitness Reporte reviewed. . . . . .
Training Evaluation Reports
m‘fiewed » - . - > * - L] L] L3 *
Requests for extension of overseas
tours. . . . . . . 0 .. ...
Requests for attendance at
professional conferences . . .

LA |
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Personnel Career Board

8. Meetings: lst quarter - one 5 24 quarter - one.
b. Reorgenization

During the second quarter the Persomnel Carcer Board (BCB)
was reorganized. The pew charter, set forth in CPM 20-110-6 R
established the Executive Committee of the PCB and the Planning
Panel. The Executive Committee of the PCB acts for the Board
when 1t is impracticesble to call a full meeting of the Board.
The Planning Panel iz a subordinate Panel of the Board to assist
the Head of the Persomnel Career Service in implementing the
personnel career program for SD-SP employees.

c. Personnel Lecture Series

(1) A series of 37 lectures was conducted to broaden

the professional personnel knowledge of members of
ihe Personnel Carezer Service. All members of the Office
of Personnel and other SD-SP individuals wers eligible
to participate. Presentations were scheduled from 4:00
to 6:00 p.m., Tuesday-Wednesday-Friday each week. The
enrollment was greater than expected but attendance soon
dwindled to approximately 35 per class. A survey revealsd
that pressure of work, lack of transportatioa, and other
comitments and sanual leave were major reazons for sb-
sences.

(2) Plans are in progress for the continuation of the
Personnel lecture Series this fall.

d. Instruction in Classification and Wege Administration

The Classification and Wege Division of the Dffice of
Personnel plans to spousor a course of imstruction in classi-
fication and wege administration for SD-SP individuals st the
Jjunior level, probably grade GS-5 through grade ¢S-11. It is
planned that this course will be started in October with 20
balf-dey sessions, and will include practical problems relating
to job audits end surveys.

e. Traines Program

(1) An Office of Persomnel intern-type tralniag program
for specially selected individuals was conducted
during the reporting period. As of 31 March 1555, ten
treinees vwere assigned to the program at GS-5 and GS-7
grade levels. The purpose of this program is to provide
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the Trainees with thorough familiarization training in
all of the major functions of the Office of Persocnnel.
Upon the completion of this training, the Trainees should
be gualified for a variety of essigpments in the field of
civilien personnel sdministration.

{(2) The most significant messure of success of the progran

is the pumber of reguests that have come from Division
and Staff Chiefs of the Office of Personnel for the assign-
went of these individuals to thelr respective areas.

£. QOrientation Tours

One to tean-day briefings set the standard vattern of oriep-
tation requests Tulfilled by the Office of Persommel. Thirty-
three persons in 1955 have received these orientation briefings.
Since each briefing had to be gearcd to the imdividual's needs,
many aan-hovrs were involved in the planning and the briefing,
but the progrem ie considered worthwhile.

- Personnel N¥ewsletter

The Office of Perscnnel Training Officer developed & wonthly
personnel information publicetion for distributicn to all SD-SP
individusls. Three issues of the Fewsletter have been published.
The July issue, which was distributed to all adwinistrative
offices 1n the Agency as well ag §)-SP cuployees, had as its

central theme the recrganization of the Office of Persomnel.
h. TIndividuel Career Bm?elopmént

The Board is studying & proposal for a Career Plamning Pro-
gram for ipdividuale in the Personnel Career Service. A draft
of an Office Memorapdum ovtlining the policies and procegures
for the preparation end implementation of Individual Career Do-
velopment Plans is curreatly being coordinated within the Office

of Persomnel. / 24 quarter

i. Statistical Summary of Board Operations®
st 2é

Qusrter varter

CIA Cereer Stafi Applications
Vacency Reguests. . . « o o+ .
Rotatlon Plams. +» « & o o o &
Reassignment Plans. « + o « .
Junicr Caresr Development
Applicalbions « o « « ¢ ¢ o o

* s 8 @
¢ & & @
« e 8 9

* This statistical swmmary wes compiled from items of
information imcluded in the quarterly reports.
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T. Office of Security Career Service Board

&. Meetings: lst quarter - three; 24 quarter - six.
b. Career Planning for Persomnel to be Assigned Oversesas

A major accomplishment of the Board during the first quarter
vas the implementation of a program of selection and traeining of

X1A

1A dates as substitutes or reserves
T possible assigoments which may become requirements in

the future. This program sllows sufficient time for objective
study and selection of appropriate individuals for particular
assignments and also effords ample time for the proper training
of such personnel for their future duties. In this connection,
twelve of the selected. persons were given a three-week special
Security Officer Field Course in April. It is believed that this
Program of long-range selection end training will prove valusble
rot only in providing the Agency with competent, well-trained and
experienced security officers at overseas stations » but by
affording the individuvale so assigned sufficient time to plan
thelr personal affairs adequately to fit into Agency plans and
also assure the imcumbent security officers overseas of prompt
and capeble replacements at the end of their tours.

c. Assignments

Replacements and assigawents for overseas security officexrs
were plamned by the Beaid, personnel were selected and arrange-
ments made for the scheduling of training in order to fulfill
their assignments at eppropriate times. /24 quarter ]

d. Reassignments for Overzeas Returnees

Domestic assignments were made form - 25X
scheduled to return from overseas during 1y ween
Jamuary and November, 1555. These assignments were based on
the reviews of Field Feassigmment questionnaires, Form No. 202 »

submitted by the perscnuel concerned, their service records, and
other information comtained in their Office sdministrative files.

The individuels were noified of their mext prospective assiga-
ments upon completion of their current tours of duty. [ lst
quarter / B :

e. Fitness Reports
A representative number of Reports on headquarters and

by
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Tield persommel were reviewed to observe and compare the stand-
ards set by varicus evelustions , and in some instences to in-
spect the accuracy of the Reports. / ist quarter_j

. Promotion

(1) During the first quarter the Board reviewed all
prowotion recommendations submitted by other offices
for Security Caresrists assigned to their components. It
also reviewed a selected oumber of recomuendsticons Tor
promotions in high grades within the Office of Security.
As a guide in thess revieus ,» in ovder %o avoid overlecking
the advancement of better qualified persons, consideration
was given, on o comparative basis, to other eligible per-
somnel on such sudjects as educstional background, non-
specialized experience, specielized experience, length of
time in grede, personsl qualifications, and service records.
This method of review affords & means to insure the con-
sideration for development of all eligible personnel.

(2) During the second quarter elevep promotion recormend-

ations submitied by other offices for Security Career-
ists assigned to their components were reviewed and aRre-
briate action was taken in each case. The Board, in con-
sidering these cases, compared their records of educational
oackground, longevity, experience end fitness reports with
the records of others within the Office of Becurity to
insure proper consideration of all employees.

g. CIA Carzer Staft

During the reporting peri licetions emier - _ aggg
ship in the CIA Career fitaff - 1st guarter; 24 guarter /
were reviewed, approved und forwarded by the Boerd. During the
second quarter one person, who had previously indicated so up- 25X1A

willingness to acecept the responsibilities of mewbership in the
Career Staff for personal reasons, was interviewed. His intent
to make a career with CT4 snd to fulfill the obllgations of mem-
bership in the Carcer Staff were clarified in & mepeorantum which
he later submitted to the Selection Board.

45
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8. Office of Training Career Service Board

2. Meetings: lst quarter - six; 24 quarter - six.
b. Individusl Career Development Plans

(1) The Board reported that the most significant activity

during the reporting period was the implementation of
OTR Regulation No. 20-7 which requires the preparation of
career development plans by all employees in the Office of
Training. During the first quarter all persens in the
Office of Training prepared written career plans covering
JOb assignments, rotation and training for the next five
years. As of 30 June 1955, the Board has reviewed the
plane of over half of the OTR employees.

(2) Certain policies regarding eligibility amd SponsoT~

ship of extermal training, rotation of clerical sand
administrative personnel, and tours of duty have evolved
out of the discuseions on individual plans. Procedures
have also been develcped to facilitate the presentation and
review of the plans. / 24 quarter ]

(3) The Secretary of the Board has prepared for the Board
a study proposing a system of initiating and keeping
current career plans for OTR employees who are on rotation-
al assignments im other components of the Agency. It is
enticipated thai these persons will be sent specific in-
structions on career planning during the month of August.

c. Rotetion

(1) The Chairman of the Board directed that a staff study
be prepared regarding the problems of rotation of
instructor persommel between OTR and the other components
of the Agency. Such & rotation is vital to the Office of
Training because its mission can be accomplished only if
it has & contimuing influx of experienced personnel who can
teach the latest doctrine and practices. As an interim .
measure, the Board requested the Deputy Director (Plans)
to publish & notice to the effect that a tour of duty in
the Office of Training by DDP personnel would be valuable
for th 's career development. / This motice -
bX1A - was published 1% March 1955. ]

(2) During the second quarter the Board approved OFR
Regulation No. 20-9. This regulation outlines the

policies and procedures in the rotation of OTR instruct-

ors, with the Board approving release dates and conditicus
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and the Personnel Section coordinating the rotation with
other Agency components.

d. Promotion

(1) The Board approved OTR Regulation No. 20-8 which

established a formal policy in regard to filling
vacant positicns within the Office of Training. This
regulation points out that vacancies will be filled by
OIR employees where possible, and gives the Persomnel
Officer the authority to recommend candidates and coordin-
ate the selection, with the Boerd acting only when dis-
putes arise. /24 quarter ]

(2) Tne Secretary prepared a staff study regarding the

various practices of promoting persons while under-
going full-time external treining. The Langwage and Ex-
ternal Training School was requested to remlnd sponsoring
offices of the Agency promotion policy when a person
enters an extended exterpal training program. /[ 1st
quarter /

(3) 1In a staff study, the Board approved the recom-
mendations of tﬁ Secretary regarding wage board

X1A personnel at It was recommended that only.
outstanding persons nominated for promotion to the
fourth step, thet each nomination be completely Justified,
and that after epproval at they be reviewed by 25X
the Personnel Section, H re, for the Director cof
Training. /[ 1st quarter ]

(4) The Board and the Clerical and Professionsl Pro-
motion Panels reviewed each month all persons who
had completed the time in grade requirements for pro-
motions. When deserving persons cannot be placed in pro-
motable slots, the Board emphasized career planning to

give the person an oppo to develop in additional 25X1A
areas. The Board approved il promotions, including ] 25X
Junior Officer Trainees on tary duty, during the

first quarter. During the second quarter persons 25X
recamnended for promotion by the Clerical Promotion Panel

vere approved and one was denied; | recommended by 25X
the Professional Panel were approved, and [jpexrsons 25X

above GS-12, not coming before either Panel, vere approved.

e. CIA Career Staff

(1) The Board approved procedures for the secure hand-
ling of the Career Staff applications a.t_ 25X

k7
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end sgreed that unwitting persons mist of necessity be
excluded from the Career Staff.

{2) The Chairman of the Board presented membership in
the Career Staff to[jeligivle employees on 25X1

19 May 1955.

f. Training

The Board initiated a staff stuly concerning recommends-
tions to the DCI regarding criteria for the selection of
persons for externsl training. / lst guarter /

g. Statistical Summary of Board Operations*
: 1st 24

Quarter uwarver

Rotation Action . . . . + « ¢ « « &
Promotion Action. « + . + ¢ o 4 ¢
CIA Career Staff Applications . . .
Sexrvice Designation changes
e.pproved...........
External Training Requests. . . .
(in addition to those previwsly
approved in the career plans)

25X1

# This statistical summary was compiled from
items of information included in the

quarterly reports.
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